How to take a screenshot and save it as a picture
Ever see something on your screen that you would like to email or save for later? Here is how to proceed:
WINDOWS USERS
1. Click the window you want to capture. Press Alt + Print Screen by holding down the Alt key and then
pressing the Print Screen key. The Print Screen key is near the upper-right corner of your keyboard (its
name may vary slightly depending on the type of keyboard you have).
Note: You can take a screenshot of your entire desktop rather than just a single window by pressing
the Print Screen key without holding down the Alt key.
2. Click Start, click Accessories, and then click Paint.
3. In the Paint window, click Edit, and then click Paste.
4. When the image appears in the Paint window, click File, and then click Save As.
5. In the Save As dialog box, in the File name box, type a name for the screenshot, and then click Save.
You can now print or email the saved screenshot just like you would any other picture.
Note: Alternatively, Windows 7 users may consider the Snipping Tool accessory to pick the area of the
screen that they want to capture (Click Start, then Accessories, and finally Snipping Tool).
Reference: http://windows.microsoft.com/en-us/windows-xp/help/setup/take-a-screen-shot

MAC USERS
1. To open the Grab application, go to Applications > Utilities > Grab. The Grab menu should appear in
the upper left corner of your screen:

2. Click the Capture menu and then choose between the following options:
• To take a picture of your entire screen, click on Screen.
• To take a picture of a portion of your screen, click on Selection. A window will pop up instructing
you to drag your mouse over the portion of the screen that you want to capture.
• To take a picture of a specific window, select Window, then click on the window you would like to
take a picture of.
3. When the new window opens, click on File and then Save As to save this file in an appropriate
location under the name of your choice.
You can now print or email the saved screenshot just like you would any other picture.
Note: Alternatively, you can take screenshots simply by using the following shortcuts:
- To take a screenshot of your entire screen, press the keys Command (⌘) + Shift + 3.
- To take a screenshot of a portion of your screen, press the keys Command (⌘) + Shift + 4.
- To take a screenshot of a specific window, press the keys Command (⌘) + Shift + 4 + Space.
The resulting screenshots are saved as files on your desktop.
Reference: http://support.apple.com/kb/ht5775 and https://www.java.com/en/download/faq/screenshot.xml

